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SUPERVI SOR OF JAI L

(Pronotional Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses a responsi bl e supervisory position inthe
jail facility of the police departnment, the primary duties of
whi ch include the care and supervision of inmates, nmaintaining
safety and security within the jail facility, and the genera
supervi sion of | ower ranking jail personnel. The Supervi sor of
Jail provides for the maintenance of the facility and equi pnent
and the preparation and mai ntenance of records and reports. The
enpl oyee of this class ensures that departnment policies and
procedures are followed by subordinate personnel. The
Supervisor of Jail works with |limted supervision, and reports
to and has work reviewed by the Police Captain assigned to Jail
Oper ati ons.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be | oqical
assignnents to this cl ass.

Manages t he operation of the jail facility by overseeing routine
and specialized jail functions for the required welfare of
i nmat es, including proper feeding, housing, nedical attention,

sanitation, and security. Purchases food for inmates and
supervises inmates during nealtines. Oders clothing for
i nmat es. Provides for nedical needs of inmates by checking

medi cal records and adm ni stering nedicine, or by contacting a
physician if any inmate needs nedical attention.

Prepares for shift by reviewng records of previous shift
activity or being briefed by out-going Jailer. Reviews incom ng
communi cations, making assignnents to staff or routing the work
to the appropriate person or location. Coordinates the work of
the division with related federal, state, and |ocal agencies,
relating informati on and giving assistance when needed. Keeps
abreast and informs subordinates of changes in regul ations,
| aws, technical devel opnents, new departnental policies, or

related matters. | nvesti gates conplaints against division
personnel and fornulates a recomendation for reply to the
conplaint or for action to be taken. Answers inquiries and

handl es conplaints from the public about the operation of the
jail.

Supervi ses inmates and trustees in any activities taking place
outside cells, such as neals, recreational, or rehabilitation
activities. Controls the novenent of inmates within the jail
facility and in transit to other |ocations, such as court or
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medi cal facilities. Uses weapons and restraining devices as may
be required in order to maintain control and security. Hear s
and counsels inmates wth grievances. Prevents or controls
di sruptive behavior. Disciplines inmtes for violations or
infractions of rules according to departnental policies and
procedures.

Supervi ses subordi nate enpl oyees assigned to the jail facility.
Provides training for newjail enpl oyees, and provi des techni cal
assi stance to all subordi nates when needed. Assigns duty areas
and work schedul es for subordi nates, and approves |leave in the
absence of the Police Captain. | nspects the appearance of
subordi nate enployees, evaluates the work performance of
subordi nate enpl oyees, discusses their work performance, and
counsels enployees who are experiencing work problens.
Mai nt ai ns di sci pline anmong subordi nates and resol ves enpl oyee
conpl aints and gri evances.

Purchases all equipnent and supplies needed for the jail
facility. Mai ntains an inventory of supplies needed in the
jail. Keeps accounts showi ng noney and assets of the jail and
all inmate funds. Revi ews and signs purchase requisitions,

vouchers for paynment, or related financial records and sees t hat
they are paid in accordance with departnental policy.

Provi des for the preparation and mai ntenance of jail records and
reports, reviews reports and records conpl eted by subordi nat es,
and periodically inspects systens and facilities for maintaining
such. Conpletes records and wites reports or letters required
to handl e requests or problens related to the operation of the
jail or as required by the city of Jennings. Prepares all pre-
cl ass packets and nonthly billing for Departnent of Corrections
i nmat es.

Perfornms booki ng procedures for arrested persons brought to the

jail, i ncl udi ng sear chi ng I nmat es, phot ogr aphi ng,
fingerprinting, securing personal property, and conpleting
necessary arrest records. Makes periodic inspections of the
jail facility in order to maintain jail security and to insure
that all safety precautions are followed. Perfornms inmate

counts and searches to di scover and confi scate contraband itens.
Monitors visitors, and i nspects packages to prevent snuggling of
contraband, escape attenpts, or any other prohibited activity.
Operates security devices such as caneras, nonitors, and manual
and/ or automatic | ocks.

Prefornms rel ated duties as assigned.

QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenments |listed bel ow nust

be net by the filing deadline for application for adm ssion to

t he exam nati on.
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Must neet all requirenents of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
States and of |egal age.

Must have a valid Louisiana driver’s license.

Must be a regular and permanent enpl oyee in the class of Jailer
for at least two (2) years imedi ately preceding closing date
for application to the board.

After offer of pronotion, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physi cal
fitness sufficient to perform the essential duties of the
position, with or without accommdati on.
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